Amending the Calendar
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Closing Schools

When school is canceled, the calendar must be updated. This must be done so that attendance will
calculate correctly and the attendance reports will be correct. This is how you update the calendar.

Days
Path: Index > System Administration > Calendar > Calendar > Days
1. Remove the check box for School Day, Instruction, and Attendance for each schedule structure.
[fcalendar | [fGrade Lavels | [ schedule Stucture | [fTerms | [{Periods | [ school Months | [f'Days |

[& save DayDay Everts 3 Delete DayDay Everts RDay Reset (SPrint | ] Mutti Day Event

< January 2009 -

Date Doy #
Sun | Mon | Tue |W’ed Thu | Fri | Sat 01062009 92
Period Schedule
0 0z | 03 =1
Schoal Day Instruction Attendance
v v v
04 05 0E o7 0% | 09 | 10 . " .
Start Time End Time Druration
| | | C
11 12 13 14 13 |16 | 17 The durabion field will be calcwlated automaticaliy
Commerts
16 19 20 21 22| 23 | 24
23 26 27 28 28 | 30 | FH
Type Duration Inst. Minutes
=~ Event on this Day 4.0 DayEvent

2. Choose “Weather Cancelled” or “Closed Due to lliness” in the dropdown list.

ECaIendarI Bﬁrade Levels I ESchedule Structure I BTerrns I Bperiods I ESchool Months I BDays I
[ Save DayiDay Events 3 Delete DayiDay Events |3, Day Reset (S)Print |_] Mutti Day Evert

< January 20090 -

Drate Day #
Sun |Mon | Tue |WB|:I Thu | Fri | Sat 01062009 92
Period Scheduls
a1 02 | 03 51
School Dy Instruction Attendance
O O O
L us 08 v b |08 | 1B Start Time End Time Duration
| | N
11 12 13 14 13 | 16 | A7 The duration feid will be calcwiated automatically
Commerts
18 | 19 | 20 | A 2223 | 24
N I I A Rl N vavEvents |
Type Cruration Inst.
= Event on this Day Minutes

x |W. Wizather Cancelled v”:l l:l
Add DayEvent

3. Click Save Day/Day Events.
School Months

Path: Index > System Administration > Calendar > Calendar > School Months



4. Adjust start and end dates of school months. Each month except month 10 must have 20 school

Morth 9
Manth 10

04022009 03062009
1] 030772009 0572972009

days.
B[:alendarl Eﬁrade Levels I BSchedule Structure I BTerrns I Bperiods I ESchool Months I
[ ] Mews EPrirt
School Month Editor
Ilatne Seq Start Date Endl Drate: Exclude Start| Exclude End | Close Date
horth 1 1 080402008 05/29/2008
horth 2 2 09/01/20058 0972672005
hiorth 3 3 09728020053 1002872005
hiorth 4 4 1002802005 1172672008
hiorth 5 ] 112702008 010772008
hiorth & E 01052009 020452009
Maorth 7 7 02052009 030452009
Morth & 3 03052009 04012008
|
1

Note that the snow day was in month 5. The end date of month 5 must be changed and the start
and end date of months 6 through 10 must be changed.

To edit the dates click on the month in the list.

ECalendarI [ Grade Levels I [ schedule Structure l [{ Terms I [F periods I [*f school Manths
[ESave ¥ Delete | ] Mew 5Print

School Month Editor

Mame Seg Start Date Endl Diate Exclude Start| Exclude End | Close Date
Marth 1 1 050472008  085229/20085
tarith 2 2 0ai01/2008  09426/2005
Maorth 3 3 09/29/2008  10/28/2008
tarith 4 4 1029020058 11426/2005
horith 5 5 11452 13 0100772009
tarith & g 01/08/2009  0204/2009
Marth 7 T 020572009 030472009
tarith 5 g 03105/2009  0401/2009
Marth 9 9 040272009  0S5008/2009
tanth 10 10 0507/2003 05292009

School Month Detail
*Marme ==l *Start Date *End Drate Exclude Start Exclude End Cloge Date

Marth 5 [|s || 11727 2008 [T8] |1 marzoos [T | [ | [ | =

Terms
Path: Index > System Administration > Calendar > Calendar > Terms

If the weather day changes the end of terms, they can be changed on the terms

BCalendarl Ecrade Levels | ESchedule Stucture | BTen'ns | B’Periods | E
n Save Term Schedule/Terms D Meww Term Schedule/Terms 24 Delete Term ScheduleiTerms

Term Schedule/Terms Editor

TERS

Term Schedule Detail

End Date

Sequence Start Date

x| 1 0G/06/2005 3 100082005
x 12 2 10/ 372003 3 121972003
|13 3 0103720039 3 03062003
X |14 4 0309720039 E 0541 4/2003

[ add Term |




Shortened days

When days are shortened due to early release or delay the calendar must be updated. This will allow

absences and tardies to calculate correctly. This update must be made on the calendar for each

structure.

Path: Index > System Administration > Calendar > Calendar > Days

Enter the start for a delay or the end time for an early release.

Bcalendarl |?Grade Levels | ESchedule Structure | gTerms | |?Periods | ESchool Months | BDays |
HSave DayiDay Events P Delete DayiDay Events RDay Reset &Prim D Multi Day Evert

< January 2009 > |ECTET—

Date Dary #
Sun | Mon ‘ Tue |We(| Thu | Fri | Sat 01/07/2009 o
Period Scheduls
i 02 03 Regular
School Day Instruction Attenclance
04 03 06 a7 03 |05 | 10
Start Time End Time Duration
900 AM | |zasem I
11 12 13 14 15 |16 | 17 The duration fleld will be calculated automatically
Commenits
18 19 20 il 22 |3 | 4
25 26 a7 i) 29 (30 | 3
Type Durstion Inst. Minutes
~Event on this Day ‘Add DayEvert

If non-instructional time changes, for example a non-instructional recess is canceled on the
shortened day, click Add DayEvent. Enter the total instructional time for the day. This will
override the normal calculation. The normal calculation subtracts any noninstructional minutes
listed on the period structure from the duration on the day detail above.

BCalendarI IEGrade Levels I ESchedule Structure I ETen'ns I B’Periods I ESchool Months I E
n Save Day/Day Events X Delete Day/Day Events &Day Reset .%Print D Multi Dary Event

January 2009

<<

Drate Diay #
Sun | Mon | Tue |W’et| Thu | Fri | Sat 01072009 93
Period Schedule
01 0z | 03 51
Schoal Day Instruction Attendance
04 05 0& a7 03 | 08 | 10
Start Time End Time Duration
500 aM | [zasem e
11 12 13 14 15 | 16 | 17 The duration field wiil be caicwiated automaticainy
Comments
18 [ 19 | 20 | A 2 23| M
28 | 26 | 27 |2 | M |30 A
Type Duration Inst.
= Event on thiz Day Minutes
X |R: Regular hd H:I
Al DayEvent




